' VIRGINIA DEPARTMENT OF

SMALL BUSINESS & SUPPLIER DIVERSITY

Submitting Adjustments (Agency Owners and Data Managers have this Capability)

1. Log into Dashboard using state e-mail address and password. Click Login.

SBSD

| s Gensvieve Dei@sbed virginia.gov

Dont remember your passward?

2. Click Data Management tab at top of screen.

Commarmsalth of Virginia =

Transactions weant tozubmit % Downica

Vendar Ami
Nerfzlc State University CRES" TOODSERVIEL CQUIPMENT €O INC Subcanmaztar 02618 Sep 11,2010 sn (e
Norfoik State University THOMPSOM HOSPTALITY SERVICES, LIC Subcontractar 522618 Sep 11,2010 Ma
Norfolk Staze University PIEDMONT FRES, LLC Subconacor 52550522 Sep | 2012 we 2o
Norfolk: State Univarsity THOMPSOM HOSHTALITY SERVICES, LT Subcontractor -528.005.22 Sep 11,2019 ME
Norfolk State University WORKPLACE SOLUTIONS, INC Subcontractor 347500 Sep 11,2012 we
Morfaik State Unfversity S0 gALLARD Subcartractsr 447500 Septii2one
Norfolk State University WESTWOOD CONTRACTORS, INC. Subcontractor $572106  Sep11.2019 ws
Nortaik Mate Unversay S BALANL subcontraczar Sarsle sEp Tl
Nartl Staza Unfuarsity TOTAL HARDWARE INC. Subeznmazar $1055000  Sap 12010 wa 2 &
Narfoik State University S8.BALLARD Subcomractor 51068000  Sep 11,2018
Nustulk State Unifeesisity TST TACTICAL DEFENSE SOLUTIONS, INC Subaiinuatior 382008 Sep 11,2099 s o8z
Norfoik State University S8 BALLARD Subcomractar -$3469%  Sep 112019
Noriolk State University KAV 10GL & SUMILY L0, INC subcantiaciar sa/a63 sep 1,207 wE [ERu
Narfaik Stae Univarsity £.8. BALLARD Subssntaciar -$57562  Sep 11,2010 b0 hd

3. Change date to specific date range that you are making adjustment for, Month, Quarter, Custom Range..

Click in date area

.etc.
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= Nam Ta Vendor e

Norfol: State University CREST FOODSERVICE EQUIPMENT O INC. Subcontractor 62618 Sep11:2019 sB &

Norfoll State University THOMPSON HOSPITALITY SERVICES, LLC Subcontracior -$22618  Sep 11,209 Me

Morfolk State Universty PIEDMIONT FRESH, LLC Subcontractor $28905.22 Sep 11,2079 WE

Norfolk State University THOMPSON HOSPITALTY SERVICES, LLC Subcontractor 42890522 Sep 11,2010 wa

Horfolk State University WORKPLACE SOLUTIONS, INC Subcontracior $4T500  Sep 11,2019 wa

Norfolk State University 5B BALLARD Subcontractar -$A7500  Sep 11,2019

Norfolk State University WESTWOOD CONTRACTORS, INC Subcontractor $572106  Sep11.2010 W

Norfolk State University S8 BALLARD Subcontractar 4572106 Sep 11,2019

Norfolk State University TOTAL HARDWARE INC Subcantractor S1068000  Sep 112010 W8 [t

Morfoll State Universiy S8 BALLARD Subcantractar $1068000  Sep 11,2010

Narfolk State Universiy TST TACTICAL DEFENSE SOLUTIONS, INC Subeontractor 584698 Sep 11,2019 Ma.Dse

Norfol: Stae University 5.8.B4LLARD Subcontractor 524688 Sep 11,2019

Nerfol: State Universiy RAN TOOL & SUPRLY CO. INC. Subconuactor 57563 Sep 11,2019 wa

Horfolk Sea 5.8, BALLARD Subcontractar 55756 Sep 11,2019 D >
B Transaction-20180..csv A P Miller Attendanc...pdf  # Show all x

Click on Monthly, Quarterly, Yearly, Custom Range, and then click on the time period (i.e. July, Q1, FY 20,
or calendar dates if entering a custom date range) that you want to make adjustments for. Then click the
apply button.

Quarterky
Yearty

Custom range aF g v

5.) You should only see transactions for your agency.
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You can make adjustments online or do a spreadsheet upload. If you choose to do adjustments online, you
can either use the menu options or the icons next to the transactions. You can also do a bulk tax ID Update
if you have multiple transactions with the same vendor. (i.e. CorTech). At This point, you will choose one
of the four options below:

Using Icons
1. This can only be done for one transaction at a time. Search for Vendor by typing name in search box and
clicking magnifying glass. Transactions will show for that vendor.

2. Find transaction that you want to adjust and click the adjust button next to it.
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3. Enter the Tax ID in the Vendor Tax ID box. Choose the vendor name from the vendor drop-down box and
enter reason for adjustment in the notes box. Then Click the Adjust button.

Adjust Transaction 4
Comtrscti \endor TaxiD sridior Mar

CORTECH LLC g
AgEny Name® UrCE SNEmE

Department of Accounts s picard
I gl
€ 270000 DES30/2012 X E
added missing tax T
o
igte Changs of amount or vendor tax id slong with vendor rame iz mandazory to adjust the trarsacton

4. Adjustments will show immediately and you will see SWaM credit received.
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Department of Motor Yehicles ANDERSON & ANDI

ments 524 018
Eastern Gl U G B NC A ents 401 5 9
astern State Hospi Adjustments 4500
Eastern State Hospits WILLIAMSEURG STORAGE Adustmants 514800 Aug 05,2019
astern St Adustmants $14200° Jul01,2019
ssterm State Hopi A G STORAG Gustmes 5 i
astar VIRGINGA VACUUM Adjus 5310847 - Sep 12,2090 o
Eastern Stata Hospits] VIRGINGA VACUUM CENTER, INC. Agustments $270057  Aug 22 2019 o
s State Hosai GiNiA Agustmants 28200 Aug 07, 201 g o
1erm State Hospi: GINIA VA c d tmants 549642 Jul 01,20 )
= 2tz Hospital u Adiustments s114 5 010
e Ugs 0DO0C023: 1360 Adjustments a1 5
Eastern State Hospits UP5 000000232221350 Adustmens 511833 Sep03.2019
ystarm Seate uss Acgustm, 548 Sep 03,
Stats ul Adjustments 76 Aug 9 2

5. Repeat steps 1-3 as necessary for additional vendors.
Using Menu Options

1. This can only be done for one transaction at a time. Search for Vendor by typing name in search box and
clicking magnifying glass. Transactions will show for that vendor.

2. Find transaction that you want to adjust and click the box to the left of the transaction.
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B Christopber Newport University CORTECH LLC Adjustments -$53650  Jul0f,2010
Christopher Newpart Ui CORTECH LLC s 1
i port CORTECH LIC Adjustmens i 5 2
Christopher Newport Uriearsity CORTECH LIC Adjustments -$60000  Jul01.2019
irginia CORTECH LIC e u 19
irgi CORTECHLLC  Adjustments 140
Virginia Stste folice CORFECH LIC Agjustrry $1,760140 - Jul 19

3. Click I want to submit / adjustments-online adjustments
&5
.
=
[ -] o o

4. Enter the Tax ID in the Vendor Tax ID box. Choose the vendor name from the vendor drop-down box
and enter reason for adjustment in the notes box. Then Click the Adjust button.
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Adjust Transaction X

Agercy Mame® source Hame®

Department of Acoounts b pCard

6. Repeat Steps 1-5 as necessary for additional vendors.

Using Bulk Tax ID Update

1. This can be done for multiple transactions at a time, as long as they are all the same Vendor. Search for
Vendor by typing name in search box and clicking magnifying glass. Transactions will show for that vendor.
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3. Click I want to submit / Adjustments / Bulk Tax ID Update.

Transactions ek e aAeE . Doteasa v T

4. The Bulk Update Vendor Tax ID Box will show up. Enter the Tax ID in the Vendor Tax ID Box and
Choose Vendor Name from Vendor list. If Vendor is not certified. Nothing will show up. Enter reason
for adjustment in notes box. Click Update button.

Bulk Update Vendor Tax |ID x

5. Adjustments will show immediately and you will see SWaM credit received.
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Transactions P s E

Department o° Motor Vihicles ANDERSON & ANDE ments 52 2010

Eastern EGL s G & i Adjustments 3401 S 9

Easter State Hospits WILLANSEURG STORAGE Agjustments 514200

Eastern State Hospita WILLLAMSEURG STORAGE Agustments S14800  Aug 05,2018

astem State Hospl Agjustments SH4800° Ju0T.2019

Esstern State Hospits! WILLIAMSBURG STORAGE Agjustments SIITO0  JW0%,2019

Eastem State Hospits! VIRGINIA VACUUR Agjustment s 310047 - Sep 12 2019 o

Eastern State Hosaits! VIRGINGA VACULIM CENTER, INC Agustments S270057  Aug 22 2019 o

v State Hospita AGINIA Agjustmeris $38200  AugO7. 2019 ]
Esstern State Hospit GINIA VACUUM CENTER, ING tments sa9642 101,20 a
B Siie Hosnal Adjustmanes S11427  Sep 17,2018
tate USS 000000222221360 Adjustm 21 1

Eastem State Hospits UP5 000000222221359 Agjustmants 11833 Sep 032010

astem Stat uss Agustments $4818  Sep D3 2019
rrrrrrr Stats Hospital uj Adjustments 78 Aug ¢ =

6. Repeat Steps 1-5 as necessary for additional vendors.

Spreadsheet Upload

1. This option can be used for multiple transactions with multiple vendors all at once. Click Download
—Transactions Missing Tax ID if you are making adjustments to the tax ID number. If you are
making adjustments to the amount and/or tax ID number Click Download-All Transactions
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fountsin Empire Conmunity College REPLACEMENT PAR Adustments sa1 Sep 11, 2012 M8
Meintain Emsirs Cammuriy Collags agustmants 596009 Aug 2t 2019 M

ourt Commarity Collea DIXON INVESTMENTS; LLE Adustments 385500 & 18,082
e i Subcontracior $3432000  Sep30.2018 2 05
Denarmant of Motor Vaicies YEROK CORP Suscanmrazar 53488000 Sep 302010
Departm: of Motor Vehicles Subcontractar 3.580.2 Sep 3 5B
Departmens of Motor Vehiclss BN SECURE TECHNDLOGIES INC Subgenraciar -$353087  Sep30.2019
Department of Motor Vehicies 5 DIRECT Subcontracor S037247  Sep 302019 s
Cepartmant of Motor [ CURE T NOLOG! C Subcontractor -840 372.47 Sep 30,2019
Virgiria Ervpioyment Commission Acusments 17007 5ep 03,2010
Virginia Empioyment Commissios P OFFICESUPPLY, NG Adjustme v e s -
Virginia Eenpiaymant Cammission SEROEICE SR ESHCOIASHAD At T —, =
Virginia Ervpicyment Commission UPS D00D0023E224339 Agustments 85502 Sep05.2015
Virginia Empioyment Camimission WYTHEVILLE Adjustments Sep 06,2019 i)

2. You will receive a warning message letting you know that if you download transactions from the
system to make bulk adjustments that you must change the status from Approved to Updated. Click
Okay.

Attention x

f you will be using the file to bulk upload adjustments, please change the status column from "APPROVED” to "UPDATED"
against the adjusted transaction.

3. The Excel file will show in the bottom-corner of your computer screen. Open it up.
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The Spreadsheet should look like this.

g Transaction-20190....c5v

Transaction-20190701-20200630 (1) - Excel =

Page Layout Farmulas Data Review View Q Tell me what you want to do.., A\ Oei, Genevieve (DSBSD) £, Share

.T—‘T ‘}E Calibri Jroda | == % SWepTet General - F e ’:’ Eﬂj EX E 2. Autosum - é‘? p
LB - & -~ [@ Rl +
Paste B 7 Uiy = Meige & Center v § v G » | %3 g3 Conditional Formatss Cell lnsert Delete Format e Sort & Find &

- Formatting- Table~ Styles~ - - - £ Clear Filter = Select =
Clipboard 13 Font it} Alignment £ Number £} Styles Cells Editing
12 o I

A | B 13 D £ F G H | J K 3 M
1 |Transaction IDVSuurcE Agency Vendor Tax ID Vendor Name Transaction Type Contract ID Transaction Date Vendor Type Amount Status Notes
2 1701145 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 2700 Approved NA
3 1701146 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 586.8 Approved NA
4 1701147 pCard Department of Accounts CDW GOVT #SRV7409 Excel Upload 07-01-2019 60.79 Approved NA
5 1701148 pCard Department of Accounts UPS 000000230225249 Excel Upload 07-01-2019 3.65 Approved NA
6 1701150 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 586.8 Approved NA
T 1701151 pCard Department of Accounts CORTECHLLC Excel Upload 07-01-2019 2881.25 Approved NA
8 1701152 pCard Department of Accounts CDW GOVT #5T78282 Excel Upload 07-01-2019 390.44 Approved NA
9 1701153 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 622.4 Approved NA
10 1701154 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 2833.75 Approved NA
1 1701155 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 719.65 Approved NA
12 1701156 pCard Department of Accounts CORTECH LLC Excel Upload 07-01-2019 1 46944 Approved NA
13 1701166 pCard Department of Accounts CORTECH LLC Excel Upload 07-09-2019 2912.5 Approved NA
14 1701167 pCard Department of Accounts UPS 000000230225269 Excel Upload 07-09-2019 9.67 Approved NA
15 1701168 pCard Department of Accounts CORTECH LLC Excel Upload 07-09-2019 586.8 Approved NA
16 | 1701169 pCard Department of Accounts CORTECHLLC Excel Upload 07-09-2019 1683.22 Approved NA
AT 1701170 pCard Department of Accounts CORTECH LLC Excel Upload 07-09-2019 2912.5 Approved NA
18 1701171 pCard Department of Accounts CORTECHLLC Excel Upload 07-09-2019 1731.37 Approved NA
19 1701172 pCard Department of Accounts SP SPECIALISTID.COM Excel Upload 07-09-2019 144.43 Approved NA
20 1701174 pCard Department of Accounts CORTECH LLC Excel Upload 07-09-2019 586.8 Approved NA
21 1701175 pCard Department of Accounts COLLEGE RECRUITER Excel Upload 07-11-2019 75 Approved NA
22 1701176 pCard Department of Accounts E.REPUBLIC INC. Excel Upload 07-11-2019 85 Approved NA
23 1701177 pCard Department of Accounts E.REPUBLIC INC. Excel Upload 07-11-2019 85 Approved NA
24 1701178 pCard Department of Accounts E.REPUBLIC INC. Excel Upload 07-11-2019 85 Approved NA
25 1815456 pCard Department of Accounts CORTECH LLC Excel Upload 07-19-2019 1102.38 Approved NA
26| 1815458 pCard Department of Accounts CORTECH LLC Excel Upload 07-19-2019 1702.48 Approved NA
27 1815459 pCard Department of Accounts CORTECHLLC Excel Upload 07-19-2019 2787.5 Approved NA
28 1815460 pCard Department of Accounts CORTECH LLC Excel Upload 07-19-2019 1800 Approved NA
29 1815461 pCard Department of Accounts CDW GOVT #ZR00096121 Excel Upload 07-22-2019 2445.7 Approved NA
30 1815462 pCard Department of Accounts UPS 000000230225299 Excel Upload 07-23-2019 13.15 Approved NA
31 1815463 pCard Department of Accounts GROOVIN GOURMETS Excel Upload 07-25-2019 578.9 Approved NA
32 1815464 pCard Department of Accounts GROOVIN GOURMETS Excel Upload 07-25-2019 528.92 Approved NA
33 1815465 pCard Department of Accounts ACTVCU Excel Upload 07-25-2019 3750 Approved NA
34 1815467 pCard Department of Accounts SNAP SUPPLIES Excel Upload 07-29-2019 766.95 Approved NA
35 1815468 pCard Department of Accounts 50 DOMINION BUSINE Excel Upload 07-30-2019 388.6 Approved NA
36 | 1815470 pCard Department of Accounts EDWARDS BUSINESS SYSTEMS Excel Upload 07-30-2019 5505.54 Approved NA
| Transaction-20190701-20200630 ( | @) a ¥|

Enter the Tax ID numbers in the Tax ID Field. Tax ID’s should be 9 digits long. Add leading 0’s if
the tax is less than 9 digits. Change Status to Updated for all rows that you are changing and put a
reason for the adjustment in the notes column. Delete rows that you are not changing. Save as either
Excel or CSV File.

Click I want to Submit-Adjustments-Spreadsheet Upload
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Department of Accounts

Department of Accounts Subcontraciar S1143762 —muguseuty WE [

Deparzmen: of Accounts comper

Subcontracior -511.487.62

Department of Accounts. ANTZRA GLOBAL VISIONS INC. Subcontractor $4972702  Aug 01,2079 M8 Za

Subcontracior 54872702 Aug 012019 0]

remient of Accotnts FOTUSED HR SOLUTIONS; 11C 53089005 Aug 012010 a (el
Depantment of Accounts Subconracior -520880.05  Aug 01,2008
MACON IT, 1NC. Subtontratior 52470252 Aug 01,2019 = [ @
Deparmment of Accounts Subconraciar -52470252

INTERNATIONAL CONSI

NG SERVICESLLC  Subcondracior $613847  Aug 01,2019 fu] Za s

Department of Accounts Subconiractor 4613847 Aug 01,2010
Department of Accounts pCard 538522 Sep 16,2019 Ma RSl
SHI INTERNATIOMAL CORP. pCard Ma Bt

Department of Accounts UPS 000000230225379 plard 31342 Sep 17,2019

B.WLWILSON PAPER COMPANY, INC peard $32373  Sep 17,2010 8 B a9

Deparmeric of Accounts TSRE INC: pCard 343905 Sep 10,2019 Wwa B

7. Click the Choose File Button.

Upload Adjustments x

“Updated".

=R alaliygl

8. Browse for the File on your computer and click on the file. Then click Open.
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» ThisPC » Documents v O Search Documents el
Organize v New folder = M @
Name < Date modified Type Size &
UINENULE MULELGUKS : FiE oW
Qutlook Files File folder
outreach File folder
Policies and Procedures File folder
Reporting forms File folder
Resume & State Job App File folder
Ridefinders Orders File folder
Scanned Documents File folder
Staff Meeting Handouts File folder
SWAM Dashboard File folder
SWaM Plans File folder
SWaM Pre-Certification Workshop File folder
[ Documents SWaM Update Training File folder
Training File folder
Travel File folder
W-0's File folder
1= 2019_07_pCard Transaction Adjustments, Microsoft ExcelV S0 KB
2019_08_pCard Transaction Adjustments_. Microsoft Excel B
ABC FYTY P Lard lransachions (1] Microsoft bxcelY/... 3,062 KB
ABC FY19 P Card Transactions Microsoft Excel
Additional Vendors from Paris Microsoft Excel V 30KB
Adjustment Tax ID July 2019 Microsoft ExcelV 26 KB
adjustments 2-22-13 Microsoft Excel 10KB
Adjustments 3-13-193 Microsoft Excel W... 10KB
> £15) Adjustments 3-13-19 Microsoft Bxcel C... 2KB
Adjustments 3-13-19 Microsoft Excel W. 11 KB
Adjustments 3-22-1% Microsoft ExcelV 12KB
adjustments 6-6-13 Microsoft Excel W... 15KB
Agency List Microsoft Excel W...
Agency Owner List New Dashboard-Versi... Microsoft Excel V
Aug 2018 upload Microsoft Ex
BM Subcontractor Payments- July 2013 Microsoft Excel 9
BOA June to July 2019 Microsoft Excel V
BOA May to June (to be uploaded in July ... Microsoft Excel W...
" Bus Rider Infermation for Swipecard Parti... Microsoft ExcelV
- Cardinal Accounting Transmittal Voucher 1/24/2019 418 PM Microsoft Excel V
| Cardinal Monitering Tips Agency Release 2/2/2016 1245 PM Microsoft Excel V
[ B | 0123010 17EE NRE  Rlicencoft Durol 07 Asvp &
File name: | | Custom Files X
Open Cancel

9. Click Upload.

Upload Adjustments >

T
B

o Aot
t the Status

10. You should see either a green success or red failure message towards the upper-right corner of the
screen. If the upload was successful, you will see the adjustments on the screen.
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Department of Enviror ! COMMONWEALTH MAILING SYSTEME, INC. Subcont ractor $497106  Aug 01, 2070

iountain Empire Cor g ACEMENT ™ 128 1

ot e ity Colleg CEMENT Adjustrents 96000 Aug

iountain Empire Cor it g o TMENTS, LLC Adgustn = =p 02 o
Department of Motor Vehi e bcontraict $3485000  Sep 30,2019 mEDsE
Department of Motor Vehicies KEROH CORP Subcontracior 534 =
Departones nt of Mot CTRICAL B ANKALING  Subcontrsctor g 30 E
Department of Motor Vehicies CEM SECURE TECHNOLOGIES INC Subcontractor EEC
Department of Motor Vehi BMEORECT  Submn ractor 3203 0
Dparament of Mot ECURETECHNOLOGIES INC Subcontracior 5403724
Virginia Emplogment Commission OC TANNER RECOGMITION Adjustments & Sep 0

Virginia Empiogmant Cammi T oFFIcE - Adjustr 9 Sep O o

rinis Erplogment Comm Lp At =p 0

rginia Emplogment Camimy tmer s602 o

irgi mployment Commi AYTH OFFIC] i djustments 9 p 06, 2 o] fat

11. You can also check the upload manager to see if the upload was successful. The upload manager is
the up arrow icon on the left-hand side of the screen. Click on the upload manger manager icon.

Commonweslih of Virginia

Transactions

Dapartment of Environmental Cusiity COMMONWEALTH MALING SYSTEMS, INC.

unity Coliege Agjustments

Mourrain Empire Commanity Cellege AE REPLACIMENT P e
Mourtain Empire Cammanity College istmer

Department of Motor Vehicles

f Motar Vehicles

Subcontracor

Subcantractor

Data Management SWaM Plan e

ant: o submit ¥ Cownlcad ¥ T B

491106 Aug 01,2019 s8
122120
5008 Aug 1
$66500  SepOd 2019 ME.08E
$3488000  Sep 30, 3019 Mz Daz
34, Sep 3
...... 27 Sep30.2079

12. If the Upload was successful, the status will say success. If the upload was not successful, the status
will say failed. If the status says failed, you can click on the eyeball icon to see why the upload

failed.
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October 2017 vaxis Adjustment Mehin failed Oct09, 2019 o 44—

October 2017 v3ads Adjustment Mehin failed Oct 09, 2019 @
October 2017 v3 s Adjustment Mehin failed Oct 09, 2010 @
October 2017 v3ads Adjustment Mehin failed Oct 09, 2019 @
October 2017 v3xls Adjustment Mehvin failed Oct 09, 2012 @
October 2017 v3:ds Adjustment Mehin failed Oct 09, 2019 @
October 2017 v3xs Adjustment Melvin failed Oct 09, 2019 @
October 2017 v3 s Adjustment Mehin failed Oct 09, 2019 @
October 2017 v3ds Adjustment Mehin failed Oct 09, 2019 @
October 2017 v3 s Adjustment Mehin Failed Oct 09, 2010 @

13. You will see an error report explaining why the file did not upload. After looking at the report, click
the close button or x in the upper right-hand corner to close the error report.

Error Details x

74 rwvalid amount Please enter valid amount rounded off to two dedimal place.

14. Re-open Excel Spreadsheet. Fix errors and re-upload the file.
15. Check to see if upload was successful.



